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Relocation Expenses – Claim Form

This form must accompany all receipts in order for your claim to be processed.  Please number your receipts to correspond with the expense you are claiming for. Please note that if you are claiming for essential white goods (see guidance notes 8 vii) in respect of rented accommodation, a copy of the lease noting that the accommodation is unfurnished should also be attached.
All incomplete or unclear forms will be returned without being processed and you may miss the deadline (i.e. 5th of each month) for that particular month.  Please refer to the Relocation Expenses Policy http://www.qub.ac.uk/directorates/FinanceDirectorate/Relocation/Forms/ to establish what you are entitled to claim for.
Please complete the following in CAPITAL LETTERS clearly stating what each receipt is for and what currency you have used. Please also attach a copy of your appointment letter.
	Name:


	

	Staff Number:


	

	Post:


	

	Grade


	

	School/Directorate:


	

	Home Address:

	

	Email Address:

	

	Telephone Number
Work:

Mobile:
	

	Country relocating from:
	


Effective Start Date:

  ​​​​​​​​​​​​​​​​​​​​​_________________________ (DD/MM/YY)


Please tick as appropriate:
Temporary Staff


Permanent Staff 

DECLARATION

I confirm that all the following expenses documented on page 3 have been incurred wholly for the purpose of relocating to Northern Ireland to work within Queen’s University Belfast (the University).
I agree that in the event of my leaving the University within 3 years of my contract start date (if permanent) / or before my contract end date (if temporary), that the University may deduct the allowance made under the Relocation Expenses Policy from any monies due to me and/or seek repayment through other methods. 
I confirm that no other member of my family is entitled to relocation expenses from either the University, or another employer in Northern Ireland.

Date:

____________________________
Name:

____________________________
Signature:
____________________________

Example
	Receipt

Number
	Reason for Expense
	Date Expense

Incurred
	Amount
	Currency

(e.g. £,$,€)

	
	
	
	
	

	
	
	
	
	

	1
	Cost of transportation of furniture & Effects 
	**/**/**
	189.00
	£

	2
	Flights to Belfast to look at accommodation
	**/**/**
	68.00
	£

	3
	Rent in Belfast for 5 nights whilst searching for accommodation
	**/**/**
	200.00
	£

	TOTAL
	457.00
	£


Please number receipts clearly and in accordance with ‘Receipt Number’ in table.  Smaller receipts can be attached to an A4 page and numbered as shown below.
Please note that any claims submitted which are not clearly set out like this will be returned.






Claim Form

	Receipt

Number
	Reason for Expense
	Date Expense

Incurred
	Amount
	Currency

(e.g. £/$/€)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL
	
	



UK VISA AND HEALTH SURCHARGE
If claiming Visa and Immigration Health Surcharge costs, please confirm the following:

1. Country of domicile ________________________________
2. Declaration - Please select as appropriate:
· I can confirm I have not been UK resident in the previous 10 tax years* prior to the coming to the UK to commence my current employment with Queen’s University Belfast 

· I can confirm I have been UK resident in the previous 10 tax years* prior to the coming to the UK to commence my current employment with Queen’s University Belfast 

*The UK tax year start on 6 April and end on 5 April of the following year. 

Date:

____________________________
Name:

____________________________
Signature:
____________________________

#1





#2





Sample Receipt








Company Name





DATE


__________________


Shipping......£XXX


Packaging.....£XXX


__________________


Total.........£XXX





xxxxxxxxx





Sample Receipt








Company Name





DATE


__________________


Flights.......£XXX


__________________


Total.........£XXX





xxxxxxxxx





Sample Receipt








Company Name





DATE


__________________


Rent 5nts.....£XXX


__________________


Total.........£XXX





xxxxxxxxx





#3





Signature:	_____________________________  		Date:	_________________________
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